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OCI ADMINISTRATIVE BRANCH
GENERAL COMMENTS & RECOMMENDATIONS

OCI's Administrative Rranch is an admixture of the formal
method of operstion and of the informsl. Its distinguishing
feature 1s the jack-of-all-trades approech of its persounel.
There is little speclalizastion, &ll its employees being involved
to some degree in all aspects of administration.

Toe OCI spproach offers certain advantages, as well as dis-
aedvantages. It offers the adventages of quick service for the
operator, couatinued cperation even in the absence of certein of its
members and low supervisory overhead. On the octher hand, there has
developed a situation of the left hand not knowing what the right
hand is doing and it has resulted in gsome wested effort in
record-keeping and logging and in utilization of personnel.

Organization of central sdministration in OCT is & curious
structure, resulting from certain rersonnel problems, historiceal
growth,and an asttempt to continue utilizing the services of specific

personnel even after reorganizations have changed the responsibilities

of sueh people. PFive significant sdministrative funetiong--train-
ing, career service, records Rranagement, coordination of CIA
regulations and new bullding planning are located outside the
Administrative Eraneh. They are carried on by the Chief of

FPlans Staff and by the Deputy Chief of Support Starf. Lacking
these functions, the[  |1/0 of the Administrative Pranch

is more than ample for perforsing the remaining funetiong., It is
probeble, in fact, that with its pregent respousibilities, the
Administrative Branch could perform quite satisfactorily with a
T/0 of five.

The Administrative Dramch, in principle, reports to the Chief,

Support Staff. The Deputy Chief of Support Staff is the former Chief

of Adminigtrative Branch. In sctual practice, the Administrative
Branch receives almost all direstion and guidance from the Executive

Officer, with same direct supervision by the Deputy Assistant

Director. The practice conforms more elosely to the situstion in
other DD/I Offices then does the principle. The OCT Executive
Officer is chief sdvisor to the AD and DAD on edministrative and
menagement mmtters. The Chief of Bupport Steff is almost totally
concerned with direeting document registry and dissemination ang
technical, operation of OCY's cosmynications facilities. Inter.
Jeetion of, Support Staff intoc the administrative operations.ices
not enhance the efficiency of this operation.

Ceneral Recommendations
mm___

8. Transfer the following functions to the OCT Adminwtrative
Brench (nemes of Branch persomnel who could bhest assume
thege functions are also recommended):

- 50005-8
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Records Manegument o I
Career Sarvies - ]

Cooxdination of CIA - I
mm(mmma)i I
New Bailding Pleaning (vhen feastible) - | I

b. Reovgmise the eentral OCI administrative structure o
yrovide for wn Besoutive Office, consisting of two
branches reporting to the Beseutive Officer: Administrative
Brench aud Tnformation Comtol Braneh, [ibte: Hhile
this will resognize the present asctual mode of operstion,
it will not ad respomgidilitiesa to the Bweutive OfTicer.

W O e

t. Realign Nnetions within the Admicistrative Branch as
follows, to improve utilizebion of persoywl sl elininste
vasted effort:

1) Tremsfer maintenanc: of training records from
{Adniv Asst, GS5-7) wlzl(m:t Asat, G3T).

2) Trmsfer reviev of Training Resgumets sad madnbenanc:
of training liaison fram[ |(Adwin Asst, G3-T)

3) Tressfer (from varicus Bremch persommsl) t |
(Perscansl Asst, 0S-7) responaibility for meintenance
arthtﬂﬂﬁmﬁm;zmmnﬁn1thnmmgﬁngmmmmwaz Pro-
motion Kardex Fitsess Reports,

Praferenee Outlines, ﬁ&!nﬂﬂ; ,:!hdﬁﬁmﬁmaﬁgﬁms
of T/0's nov maintained byl

should be eomaclidsted, with| |easuning responsidiliy

for the one ramaining cupy.

L) EhnuﬁwrawﬁMsnnuarargwqpuﬁr
reacrds afficer, G3-11)
{Admin Asst, G5-7).

e of persommel recoxds

4. Provide & brief training period fiorr porsommel of the
Awinistrative Deaach in oxrder 10 aoguaint thes with
their primeary and othar responsibilities and in order Lo
stardaxdice procedures.

Speoific reccpsmpdations; partisulerly with regwd o recond-
maping sad logping, muz&ﬂmﬁkﬁ:hnthnfﬁﬁkm&w;yuga. ba haea
bean advised that all or most of these recommemdations have alraady
peon lmplementod,
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Hote: Besmests for internal training
ey

b, From superviscr

1. Reguest inttiated by employer or supsr-

2, T0 reviews roquest for position, dutiesn,
grade, ete. and complates request fomm

8. 70 can approve internal training
not to exceed fowr wecks duretion
full tine.
b. HReguests exceeding four wvoeks dur-
ation are held for Career Service
Bosrd sporovel.
3. 710 forwmeds to IR sl informs reguaster
of OIR epproval, and vhere and when 4o sppesr
for training.

k. mmﬁnmﬁmm“w

and 00 (Mmaﬁﬁu )‘

2. 10 reviews regwst for completeness.
3. 1O prepaves cooments for OSBD
re: Revious training, tiawel problems,
personal. records, ete.

4. 10 passes requost and ecmnments to 0SB for

EPprovat. Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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PROCEDURES COMMENEY
5« T0 informs appliemiit--if a refusal.
6. 70 reviews applicstion after CSB approvel 6. Second review umecespary. See
mwmmmwﬁmw Step twe above.

Te
6.

- N

T0 maintaing eopy of reguest, with TR

70 recelives Trsvel Orders sod regiest for
Avanee from OTR end passas on to appliesnt.

70 requests ID cerd from Office of Scourity,
1T necsssary.

TO may follovw up o finmmeial eccounting for
OTR upon completioa of training.

T is listson point betwsen O and
Iodividual,

TC posts Pralning Schedule file upon completion
of training and forwexds copy of spproved
reguest o PO for the PFersonnel Folder file.

3.

.

0 expleines progrss to new 081 esployeesee
marmmmmm

0 arrenge: with components for tours
e dates, actz up prowps of employues
(usually five mrofessional or 25/30
QMM)%

X sends mame fove to nev employes to inform
him of tours and dates and nemes Group

TO maintains S5xf eard P5le of persons
briefed by cech component and those
atill requiring briefing.

1.
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comms

1. 0 propores o mdmocende: for CSB giving

status of 0HI treining by cowponent, with
digcussion, pobless, raccemendstions, sbe.

1. TO msimbains ianformal lisises with OIR to
keap informed re: coursen, detes and
W, W, evaluations salfor

Mﬂ)

County Fair exhidit.

{Orientations, Mriefings, Confevences, On the
Jmmmmmu@umwa)

1. 70 prepares Forms 1025 for all OSY internal
tu!aﬁns (under the 57 regulation) amd
satmits to UIR for arsdit.

2. TO prepaves memo for OIR requesting training
crodit for 03F vigits to contractor plants
ond elsavhers apd for other 05T Anternal
training activities.

1. Individuals or componenmts may inform T0 of
availoble meberisl.

2. T cmwvasses fox OB1 Interest.

3. TO mpranges with OCR to cbtain film.
Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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CRE
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mm s A R ranensnta
nay be for & noe tine comtact (wsuslly
by infoomal srreagment) or for come
tact over g period of time Wy to ome
your { & more formal process).

OF srranges directly with IAC es
i goverzment contractors) ;

Isatsen wry with non-IAD ageneies;

zts (85-90% of the total requests)

1. 0 receives reguast from camponent, with
nesesanry deteils.

izations for which they are responsihle.
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COMMENTS

T T

rists officars to De oemtacted in each
‘ Pent and agency on this sublect and
1 Mimhmtmmmmma

2. Tem desired~-npt o exdesd one yeur
A, If Hon~govermaent organisation:
(1) 70 ferwanis case to 00/Contant for

. (#ith travel orders
attached )

B. If Governmental agmmey other thes JAC

(1) 7O foarwards case to OCR/Idaison for
processing.

C. If IAC Agemmy Or & govermaent contrastor:
(1) 0 forwxrds Form 123 to Office of
~ Sewarity.
62; mmﬂms&Mwmt}.&
32} W prepures pemo to
wmﬁmmmmm

‘ 3. 0 receives reply from sgency or firs or from
OCR or 00,

| b, TO £il1s out ditte form memc to inform request-
! ing componert of approvel.

5. 70 posts note book record of standing eontact
agresments . Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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6. TO retains £ile of regiast, Daw io sgeney
md motice of approvel to reqwnter.

Foge: TO must odiain Avmy/Bevy/Alr Poree
approvel on "aseed to know® basiz Tor
viaits to eertain plants before for-
varding a cass to 00 for processing.

Inter-Agency Conferences

1. In cerixin instences vhere closrmace
certification 13 necessery:

& T prepares mao cartifying neses
anl clesrances of 021 persconel who
will attene snd passes 4o Deseutive
O Tieer for sigasture.

a. TO makes out sehedule on six mwenth
basls el forwmrds to Ex/0 for AD
spprovel.

b. TO maintains fpllowup to remind .
Mvislions of thelr scheduls. -

c. TO may assist in getting graphie
alds 1f needal.
2. Qutside the igeney:

a. 7O request spancy to furaish list of
uames and the clearents of those who

b, T0 prepares oo of permission to gowe
M to /I stating vhow-vhore-

A

c. 70 senis ID/I approval and attendence
ligt to Office of Security.

Debriefing of Foreign Travelers
1.

8. TO asalets OCR 1n @rrenging sultable
tine.
Approved For Release 2005/07/13 : CIA-RDP61 00901A000300050005 8
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Mﬁmxumoﬁmﬂw. Porm
yosted as courses sre comploted.

2.

Wm:zgmagzm 50~
fieiency--ns determined by recsnt OIR

3.

——— risted to the yrocesaing of
rwmmmuum eortacts.

Mee. n kS

1. HNote Book Record Ry Cowrse Title listing
eowrse, Sald to de o meaus of angvering C33
questions.

2. Hote Book Record
a. Contect points--govermmental and pri-

wabe--iith naes of cificers having

liaison respomsibhility and instructions
m reryeesslng Wo

b. Roster of Standing Contact Arrengements
Approved For Release 2005/07/13 CIA-RDP61-00901A000300050005-8
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30 rescives application from
Pers. Oroup.

Check mrior to inttial sontact.
80 meperes mamo to Office of
Secwrity requestiog Mame Cheok.
Upon Office of Seeurity epproval,
S0 notifies Pers. Gr.

Pere. Gr. inforvs 80 a8 socn as

process la. above ).
80 sebe wp seewrity folder Tor

iodiAndamlad For Releasg?i&’iﬁﬂ* : CIA-RDP61-00901A000300050005-8
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1) 80 veceives request from Miv,
for Crypte Clsmrence for smploywe.

2} S50 snfioress reguest end forwands
to Office of Compunicaticmms for
action,

3} 80 arrsuges for employee briefing

3 W &
m ARGy {Mr aqalvelent
of our P.H.5.)
| 2) 80 submite form ABC.l to irdi-
| : vidusl to be £illed in.
! 3) B0 ressives completed forw end
lettar hmtitying the ool for
Q dlasranee.
%) 50 preparss mawo to Div. of Intel-

5 reoeives nobificetion of
W M ARC mxtz hmmet,
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ZROcEDES

.

Proposed new Begulation
Mt‘t all ¢ procesaing to
Om::e of Secarity.

gnce Material

1) 80 recetves request sl ‘ustification
from Piv. Ch. o
2) 80 reviews ‘ustificstion and resolves

quastions.

3) B0 forwerds request to SA/DDI
{lundahl).

k) SO reseives spproved application
with driefing forms (Air Fores).

5} 30 Sriefs employee, gets his signature
on briefing forms, axi has him resd
pertinent instructions.

6} 80 files rescpds in seeurity folders.

Hoke: No eonsulitants or combrsctarz in
this group.

1} Div, Chief prepsres memo of
reguast sad Justification
forwerds to SA/DCI, thru
AD/OBT~~530 notified.

2) SA/DCY (Bissell) returns reply

xy--AD/OST to Div. Ch.--50 is
fiad by DMv. Ch.

3} %0 srranges for & briefiog of

employee by SA/DCT Seeurity
ofticer.

L) 80 maintains a cerd recond of
ayproved employees in Project
?mltm.

5) B0 either pmrocesses names of firm
aployees to Office of Sesurdty For
clesrsnce (1€ proposal substtied to
Gala&mﬂy)armxm st of

cleared persoune)l (if progosal sube
mitta& divectly to OL).

Hote: Flrmes submit Dept. of IDefeonse

Torms 48 or 398 with their propoasl for
all amployees who will wirk on the pro-
posed contract.
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COMRIERIS

mrm& wm

8) 80 avranges with OSI/Bulget Officer
for funds to be avsllable for
the purchase of necessary securiby
squipment itemg.~salfes, alam
sywsteng, oic.

| 2. Payeiesl Security
. &. 850 performe the following servics:
1) Safes

a) BServices reguirements in

| spegial moject result area.

| b) Changes sale eccubinstions or

| refers to Office of Security.

2) Special Veult Aross

a) Assures that facilities mest
| ropuired standards or are
% brooght up to standard.
b) Assumes tha sowd procfing
of, and security of access
to, sengitive conference oross.

; nmiﬂwwmm&m
| . of bedge to be issued.

L} Inspeetica of OSI Avees

a) Condveis periodic inspection
for secwrity and safety hazzards,
reports to Exec. Officer and
recoppends eorrective sobions.

| Security ou duty in Barton during
i the day)
! Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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u) Conducts amiic survey of the
ares prior to confereuces O
reguests Office of Beswrity
to conduet the survey.

b) Asmares that 0ST persounel have
mrﬂmmsmmﬁ&m
these conferences.

Yiol 08t

a} Mms 05T Secur 4y
e (OCI/Sec. .
MW 1f Specisl
Intelligence asterial le
} involved. ) o .
b)) TReports violations Office o
Seewrity {or to ABC, SADCI, or
others 1if thelr interests are
{involved ).

8) Comsic Clesranse (approx. 13)

a) 30 pwepares wemo to CIA
Commic Contrcl Officer

b} S0 inferms employee when
¢) 50 flles records in employee

(A1l degrees of Security)

a. Outline of Contrecting Stepe

Piv. gets AD spmoval to consider
& contract.

el of OSI personnel o exemine
plants is K4,

Pergonme) exmsine plants and return
and meport.

DMv. selects sporopeiate firve,

Div. writes Staff Bhuly--Scope,
w; Herrk Mﬁ}q mﬁt;f, et .
AD spproves proposal.

Approved For Release 2005@?{3%}.{@%1-00901Aooo300050005-8
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2.

T)

Office of logistics negotlates it
with firm.

Plrs mibnite poposal and list of
persons Lo work on coptreet.

20 obtains clesrance forms for saployees
Office of Security procses flims
employess for clemrance.

UEfice of logistics lets contract
20/08Y arranges with BO/OST for

funils for necessary physical seouriiy
itamu, safes, slaw systems, eteo.

contract inspections.
b) Hotiftes Office of logistics
md informs individumls of

approral.
¢} S50 either maepares sscwarity section
with 01 and Division or revieus.

80 performs the following suppori:

1)

2)
3)

4)

arrangsments for
ealil boxes and addressen
MM*}%%@WWM

of Security hendlos .
Coordinates OSI reviev of proposed
sepurity directivas.

Proeesses reqeets to O:tﬁw of Seewrity
for positive Agency ldemtificastion for
cortain OST perscmmel who require this
documentation.

Provides instruction to restricted ares
guards concarning persons to have

RCSEBHr§0e Yo NS, 2093 088041 1 S CIATI5PRY -00901A000300050005-8
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1) Approves location of safes as to

., floor load restrictions.

2) Inspects Eleetrontes lab. for machine
location.

a. prgeney Plaming OCf:
1} ﬁmm:&mw is con-
cerned mostly with chenges in

. Aenignated in emargoucy
Plans ad with the publieation of
noticos of plan changes snd exercises.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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|
| PROCEDURES COMETNIS
|

| Initie) Piring & Placement

| A. Professional

00T employes might have & friend

05x{  eomplete P.H.S.; or OfF might recomment

somecne; might be walkein or requested
assigmeent to OCT (foller is semt to OCT).

1 1., P.JH.5. or folder reccived.

2. Cheek | A 5:8 enrd (mo form &), 2. thy not creste CS0P4b rathe:
o m};;?rw eéif m,(aam ) 5xf card? Them, 17 individusl
received, scures, & later coaments fyom ig hired, h?s m-am sard is
routing sheet mnd resulte of Intervievs. aiveniy in sxistence.
(5x3 card is record of movement of per-
sonnel . BResurrecets previous one,

if sny.) Op back of cadl; age, sfuestion,
birth date, other important date. Files
%E§] card in active file, alphabetieslly. To

5. Exemine file for qualifications, such
us langunge snd sres knovledge {bo
knows vhat divisions went); foreign
relative wnd clearsbility. If there
is & secwrity suestion and there 1a

f office interast, attash request to
aggg:l o fore ) for review, glve to

4o send te SI83.

25*1 Y. logs oub rogusst & folder on 5wl card
i o SIS88.

Ys., If the imﬁi‘eﬁ%ﬁﬁh
25X1 #hve papare to

Approved For Release 2005/07/134;%E—FDPM-00901A000300050005-8
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25 SR — “‘”t(‘RF T
|

25X1 %a(1) log papers out on S5 eard, serd
to division eét,&ﬁ*.

%g%:l - they agree, instruet ta

send papers o OfP,

(1) log omt on 538 eard amd nlank book
25X1 (w0 form #); Pt 5%
25X1 card in inastive fils.

N —

w(2) Adt mese to list of mospeets who

have not bhad their papers eire
25X1 culated with comments. Send
pepers to OfP,

%wri’be m o f’m% eme. log aw:
25X1 in dlauk %ok to OfP. Dhvelope mvl
‘ send to O/F. Pile 550 emrd, inactive,

25X1
25X1

v 8(1) log pspers ir on S° eard.
8% ST ’

25X1 % L[ 4o type s note on
routing sheet ssking O/P to arresge
Irberview.

4n{1)

kn(z)

COMEED:

o im-asa" ‘Simk %;mk

-

NS COBRETY
Zegeomendeticn. Hlirdnste.

Tede list duplientsd Sz emds.
iﬁmmﬁﬁ%ian, Elimingte.

any : is necessary, use
the 330 cards (or 0SO0FLNL).

| Approved For Release 2005/07/13 ; ﬁE-FDPm-00901Aooo300050005-8
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bg’wu E
25X1 PROCEDURES BTN
1
T. ‘lype note. log papers on S5xi Te
coxd smd blank Dook; send to O/R. :
25X1 g 0/? m, t5 bring inter-

viewer in./

1 I
ge] " OfF rwems tatervies et C - ]

! with SISB for visitor astry.

o 10. AL interview, gel Travel Touser
25X1  signed in blamk (1f isdividual hes
| traveled st CTA expensa).

25.! J0a  Letter reguesting reisbursesent
521 eomes an lmer, o[

%g;éfoa(l) vep reimburpsment. Th

Approved For Release ZOOS{OEIFRCIA -RDP61-00901A000300050005-8
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25>i1 ok to hire bis fvom DAD

s gzt slot to use. ey ashk DIOD
25X1 Tor molininery reviev of elopre
25X 1 o paMiye T [ oo tym

| Jen.

| ,

I 2ladl &%ﬁﬁh%ﬁﬁ;@g%ﬁe@ﬁﬁhmgn

blank ook, samd foldar to O/F, 7ii
carde-{nnatdve, 0{ » BAis

|
|
} 12, Check Kardex for avdlability of slot.
J 13. Type Y1s52s (Om1),
|1k, Propare request (mo form #) to STn
| :
for elssrence. log out on 5283 eard; vhan
clesrance approved mark on eard.

16. Place 53 card in Rardex undar MMy

§ :Ill?a iﬁ% routing slip to 11522 and give
O —

18, Cheek 1152a for seowrney, check on i’/{};
| 19. Ester om his copy of Tﬂ}..

I
1

osXE.  1i52m v |
25x1 [

AN HSecord hiring on kis copy of /0 and
25X1 on[ ] {without @fﬁ'ﬁcﬁmzam}*
25X1 o 1]

25;X@3~ Teize 1152u's

25!X1
| 2. Log out 1152w (55 emd & Hlank bosk).
i

: then to 4D
g*&fi&w@;#:@ G811 down.

Approved For Release 2005/07/13 : CIA-RDP6{##9¢
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Elivdnnte

pn:  File CSOMhy

18, say [ ]revieus.

2.

mv mﬁ?ﬁ m“‘ﬁg" -

MAW5QQ%57§9W of 1152a
ag low.

 § 424 §4

25)
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COMEITE:
| 27, Yake nobe of mow hire oa Ber copy
| of If0.
. Plase oopy of 11528 in a folder for
parsong Iy weososs.
2. Drvelope snd send origingl of 1158a
te OfP.
2. OfP ealis in 30D date.
29. Inter EOD dete on Sk eard under 2. Tecommendstlon: Use 00PN card
25X 1 "D's estehlished” sertion of Xurder. Tnatesd.
25X1 Tells | |

0. Hark EOD date on his eopr of /0.

25X1‘Ti. Gt divigion ok for 20D dsbe.

N —

25;X13:m‘ Prepare Sxi} Plioess Report Caxd s [ﬁw apoloves pgy take IGO0 umm
and fllaz with spmromriste wmonkh. Minin prepares Peaining Heousst “j'

[ ]

|22, Enter BOD dete on CS0P4h amed

%§§ - ';;mzﬁgwmﬁﬁﬁﬂ@m ars st Adwin

[ 1
§§§:|33=-. Brief new wplowec. Saek to |

[ 1

2%, Glve ssmployee forms to mts;:ma&
Personnel Loogtor, PHS 4 yd,

Longusge Deta Reecrd (f. ' g,
i Wateh Offtesr cend {uo ﬁmz
He ratwrns Lheae lsber.

. Pacetves PUS (files in employese Poldar)
Hatoh ﬁfﬁw Card (sends to W.0.),

Locatoy m&% 1&%[32&. %@5,07,13 qu[RE]oogmAOOMOOOSOOOS -8

alphsbetieally).
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25X1 .
r 35 Neesives lLangusgs Data record
| {0%1). Chseks Tor completeness.
25X1 Hakes record of languege compobenne '
25X1 T[]
l 37. Logs Lamgpings Detz Becord (Mlami Book), 37. log unnecessory. Porm Stsels
| mmm £ ?m wl{k": e poEendnt ﬁ:’i.:f;ﬁ:? vk 1 ﬂ‘g'i

3. Receives 1150 md new 1152s. %o
3 s R

[ ]

528159, neviews 1150, o

| B0, Sende 1150 to the smploves.

k1. Tilse new 11528 in employee folder.

L2 File 5wl emrd in oufs.

L S ————

De Cleriesd

' 1. feceives P.ILS. cr folder. Prepuw
25%1 or relustitote 520 eavd. FED or falder
25X1 '

o

gg;gzl 2. Review; dlsouss wm:l Hoern:
| OfP arrange interview o sall divectly.

L]

25X E 545 card. Moouss with
25)(1

25§X1 b, Diseuss with[ | If & a1t
25X1 ontey neme on 0, sive

Approved For Release 200§/07/43 : CIA-RDP61-00901A000300050005-8
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25X1

| | E ~ |
28X1 2* ot papevs on S5x8 card and Dlamk Se Rliwisete blani

book, send to O/P.

25X, gtz name o /0.
g form to 5188 requestiing

eloarance {rocord on Sx® card). 4. Ses professional

; ;lqmt for pamotion (memo, OB1)
‘ rec'd from divisiom. C?fﬁ' omnﬁi

’ zational and promotion Xardewss for
25X1 slot. (Mvise[ | 1f nome
availshle).

2. Check folder for curyent Fiiness
Report. If none, call division.

25X Mvige[ 11f last F.R. not

enough o support & promotion

25X1 Cheek with [ ] to detersine

1f new ¥.R. 18 fortheoning. FReguest

I LR e——

l %, Feel memo for : shesk F.R.
25X1 discuss with[ | cheaks
25X1 for slot, glves spproval./ Papers
25%(1 baok to

sideration 1isting from O/P. Shect
contains neme, grods, sge, EOD dage,
t4me 4in OCI, slot mo., grade regts.;
previous promotions, list of others
in smme grade with egual or mare
tims in grede.

5. Prepsre 1152a {0&2); W rosting
slip {to C.5.B. mewbers) end dis-
tridate: origisal of promotion
request, 1152a, blography and Fit-

25X1 ness Beport to[ |} Copy of each

to a2 "promotions pending” folder.

L.apyna‘ 1152a in employee's folder.

Approved For Release 2005/07/33;?(3IR—EQP61-00901A000300050005-8
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Approved For Release 2005/01/:I§3.

| ALRE
25X1 - Condon

E i T e

-;u giw package; check for sscurncy and e Review mﬂ since package
; 25X

25X1  completensss. ™[] goes to
Recommendation: Iiirdinate.

o I
o5Xq T+ Beview; initial routing shee:t. To
25X1

; 3_5. ;nﬂ to 083 Henbe Ty {dzliver to

25X1 [ ] for 5811 down and to Area
; Chief for others).

i T
25);(1 ; . % mm review, send buok to

25X1

Qﬂ&e‘ peckoge in promotion Polder

holds for Moathly Promotion Hosxd
25X1 meeting. Prepare list of promotions
25X1 pending and give to[ |

% T
25X 111. sttonds (S8 meeting; AD si
: 1152s's for G312 ?; si'a:?m mgag

5??1 mlllﬁ;:ga'a; wﬂﬂ sthar

12, Separate papers. Dste stanp 1152s;
place Fitnoss Report, 1152a (1), How
graphy (0) and request (C) in “pro-
wotions pending” folder, place copy
of I152u in amployee folder. Dawtroy
other eoples,

13. Log 1152a in blank book. fenmd to 0fP
(thru DD/T 17 CS-1h up).

[
|
1 . TBeecord o n on Orgaadzation
i
|
|

<

Eurdex, axcut effertive date.

| 1%. Vhem 1150 received, log in blamk unaecessary. DHecord
; E 130 % . N 1 £, fix §3'
25X1 book, give wl_ﬁl Recommendation: folete. on Coomy

16, Enter affective date om 1152 in
suspense foldar, her ecovy of T/0,
organizationsd Kaxdex. Tile new

; 1152a's, give copy of 1152a from
25X1 suspense to
i

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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“+RET

CoMpERES

25)i( |lfm’ Deliver X150 Apea Chief,

L1
25X117. Chengs Promotion Kerdex, his copy of

25X1 Mo, %eo. [ ]
o —

18, Change his copy of T/0, record in
25X1 report vork sheet, add tc list of

; month's provotions, add to list of
25X ndividesl's grades. 1158 to[ |

o 19. File 1132a In employee fulider and

e

|
N Preg;m'e :;m% amsi Por new emplove 2. ?f&iy m j;ru wﬁ?
: m OSOFYS .
‘ , ' : heacnes
25X 1 permanscr. his Xadex alrealy
- exigts,

25X1 Pa Hotes detail in his wopy oF 7/0 e
ia repord wwﬁ: ghoot., :
N —
; e Teguest SISE closmrance by memo. lote
| request on Sxl eard {(elosrance marked
| on exmd later).

b, Call Payroll to send checks to 0O
(T8 received frem obher office).

Se dWhen individual appesrs~~Sg¢ Initial
Miring., [ 11528, No. 1350]

5. Flace 528 esxd in Orpavicetional Kardex

st the end of the division, and mark
name on her copy of T/O.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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25X1 - -

2ax1 7o Tells[ |
. aek om his sopy of T/C.

25x1 SEPARATTONS

I 1. FHears shout separat O BENI0
might sarive. Tells axl
g§§1 [ ] “ay isterview resigm..

L1

L 2. (heek smployes folder. IT last

¥ Fitoess Report older thae 90 dayn,
25X1 regquest new one. Fill in top of
blank and el to divisica.

[ ]
sa Checks property receipts sl Dans A

and brdiefn case chéappe list and parking
25X 1 space folder: moengss 1o have trmns-
Terred. Advises B.2.0., sends mucclists.

251

L |

25X1 e Merks on Lis coyy of T/O awl repurt
work sheeti.

25P<J:I

Bote on his cupy of /0.

25X1 k. Telepbone smployse to sign 1152am.
25X I |

255(1 s Teke to A, then slgn G5e11 down.
25X1 o

Te 1o cut on bhlank bdock send originsl Cou
| to Of/P; 2 to seewrity, 1 to Pmyroll,
25%1 file 1 in her Polder for varicus
actione.

7. Botify SISE & W.0. (via foow).
Approved For Release 2005/07/43 ; GH\-RPP61-00901A000300050005-8
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3. irrecge pro-exit imterviev with OfP
{(ny phone), Notify Plomee, Notify
remignee of tlme ad &ede of interviow. |
9. |
25X1
X
10. Hark sepsration on his copy of
551 T/0 end in reposrt work steet. Check
: property reoosrd sgain.
—— 1
108 Cross maes off kis ocopy of /0,
25X1 destroy Promotion Xardex, Fitness
Report Copd wed Pravel Copd.
[ ]
3L Sexd loesbor to D,
12, P} folder, remove papers relating to 12. PTravel pspeis =3 (30 no lowgrer
travel and destroy cthere. Pull m&uﬂ o/ P has roeoxds.
Organization Xawdex and £f4le with wndation: Degtesy all records.
travel papars. later reeelve inter- !
25X1 view report; show to| | then
T( £ile. Recuive 1150; flile.
B. LWOF B, LOP Smwe & resignetions
' Exeept: aing madical 25X
cartificate, (1 aupropriate),
T/0 is mmrked Lo ahow ILVOP,
mam is =mot tomwohed,
C80FLL 18 revised to show ILOP,
no pre-ceit istervicw, THA
\
25’51 PEIIODIC SPEF TNCE
|
1
1. Beeetwes list of oligibles feon 377,
vith formp 500,

\

. 2. Types a list for smch pay period
| inwolved snd fles List.
i

listing smmes to be seted wpon, 0 & form has OfP list.
! 560 semt to Division Chief. Copy of
‘ memo fMledl In susvense. '
Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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N |
i . Signed forwn 500 retursol. logs on
5 Llank book and on bar listing, sendas %o
ofp.

%, Defare beglisdng of pay period pulls
gg% oy of forn meme and gives to 0 0 |

%m step, date on his

3@5& /0. Besk to
|

7. Mark effective date of increase sid new
salary on Orpanisstional Xardex.

|

8. voem vepeive O/P incruase (f. 5060w,
Oh)) send one to employee and file
wbher with copy of form memo in
arployes's foldar,

1. Tell [here the
ggm 1ad4vidusl '8 golng.

o |
25jX1 2, Senii noties (o 3IS2 and V.0., log out
4n hlamk book.

—
25X1 2 fae Aeslznntion.

2, Polder and 11528 received frem gaining
’ offdee. I? reqent for Fitness Report,
25X 1 [ ]2¢1is in top: oscnds to div-
ision. Moy receive regust for new
ag;é] witholding stetement, 11528 and Tolder

k. To AD o |t b2 siged
2@@ o811 dows. T

I:tzlga out 1158= and folder (blank book),
marks reessigwment {without effeetive
dste) on crperisstional Kardex, sad

%g%jl sonds to OfF. Pells[ ]

UL |

£, Weither reeord 1o nrcessnry.
Avatlebls on T/0.

Ellminate

[ 1 Approved For Release 2005/07/13 1 GIA-RPP61-00901A000300050005-8

4. Destroy Prosmilon Emrdes, mark oo hig
e, vit%mx& affective date.

L
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L1

T. Woen individusl loaves, send J80FLL,
MM m m m g&mw‘g m'ﬁeﬁ.

T c.8.d; retaln cntire folder.)

26%1 -
25&(1 —
"' 9. Changes T/0, adds to report work sheets.

[ 1
10, Cross nwmee off ber T/0; file 1150 and
rotained pepors.

25X1 A, within 0CT (Mo 1D/ Vacancy Procetuxe) A. Within OCI

1
26X 1. Give| [mrke do move inddvidasl
25X Iwebween sloks, M.sl:l

1
25X1 2+ ™AL Pitness Saport {aet new oma 17
not withiz 20 days).

25X1
2a ¥ on kis T/C and report work sheet,

3. Type 11522 (D&2). Copy o Lidividusal

25X1 W %ci:I eopy
ng1 ; whon retuwrned, ™ie with

pending actions).

i
i

ogxl— ]
25X1 ks To AD; he signs Gie1l dewr. “‘%:l:l

XA xm.‘ » ke change oo his /0 el Premotion
X1 Yerdex. Dok b

1
e Hark ressplovment on C3OFHL cord and
om her eopy of 0.

2
2

[@x(@)]

“v log out 1153 (0) and Pitoess Seport o Blisdnete log.
on blank book we OfF.

7. FRecedvas 1150 exd sew 1152, Pall

pending 115%s and merk effective dats,

destroy copy 1o individual Pelder. ey
25X1 Yark date omEEREYed FovReléhse 2005707713 : CIA-RDP61-00901A000300050005-8
| and then 4o Myislon Chier.
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PROCEDURED CoMAEHD:
ZOME OF CORIIDERATION fo astion by Abein. Jw. (Admin Asst.

| of Div. peobally hsep meoords ).

25X1 yrmss REpoRES

1. Iist of pames from O/P with due dates,
%?Bé] Type tope of F.R. forms (0&2).

1
[ ]
2. (Madotsdne 520 emd for eech amployee 2. C30Fhd is ready made for Fitosss
erested wpon ECD--met up by month Neport rutings mmd for recording
‘ ,
! due.) BRemove cads for ths month, training CFO statements.
! check on O/P 1ist. If neme missing Recomerdetion: Kliminete Sxi) oevd,
call O/P, sAd nmpe to list. uee COTIL. Usc OfP List ws e

record of Fhi'g,
{iy need chrome listing)

3. Cheek F.R. forms to meke sure ong
typed for asch omployee.

k., Cheek Careor Pref. outlire ligt %o

25X1 see if ona needad. (If w0, »
t:ymg 0%3, sent to divislion with
PR,

5. Mark 528 card; dste list ree'd, dus
dmte, CFO If any reguired. PFile coxd
in pendinz seution; file O/P list.

5. Deliver F.B. forms to division ednin.
suEts.

7. Reports retuwrned: (F.B.)
a. Attach roubting alip to origisnal
on 5xf card, enslose in envelope.

| b. File 2 coples of F.R. in & folder.
¢, When P.X. retwrned, mark on 520 card

aM a copy to original, wmark debe on %x8
cmd and aend to OfP.

: 4. Yark "PMie” on other copy. W
5341 —

\ L]
| 8. Filz in amployee folder.
Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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COMMENDS

. FReosord vz list of thoge pee'd
by M@m

25X1 b, ‘Take o | (ror csm).
25X1 ¢. Bmektol ] records on
. original to OfP,

d. Herk "Plle” on other comr. T

| "2, TolA by expiration dabe. GChow those
o5Xq  Of imterest to[ 1 Interested

| W auts W’a ok, cmlls
25X1 - | or Mein Be. [ [informs
2513(1 L 1

| 3+ Give reguester nominstion fore to

| ecmplete in &?. gma droft,

, re-urites and gives to| | te
2281 type (0M). To—— % sign.

3« Mle one copy of nomination with
Vacancy Hotiee (hy Office wnd desdiine
date), send te Offtee with vessney. Copy
to DD/I.

{1, OffMee aobtifMMes hism of action, may
asX him to errange intervicy,

T. Totifies spplieant.

‘ 3. Holds all noticss of naminstions for B, Wyt
| 5 momths (4 1F no epplicarts), then
‘ destroys.

Approved For Release 2005/07/13 ‘:*CIH@BL-00901Aooo300050005-8
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2. Help division chisel prepars Vasency
25*1 Totice. Shows Yo |

%. Types notiecs; o Printing Plent to
m off.

25X1 6. Sends out 104 eoplss. Copy to
25x1 [ ]

25X1

I I

8. Piles cogy, records dste, name,
poares of oolinationz in vacaner
notice folder. Discussges with
division chiaf, sends noainzbion
to division chief.

9. Arranges interrview 1€ diviafon

| Chlef desires. Attends inberviev
25X1 (or [} writes results on
5% eard.

o5X1 10. fdvises Offien of results. Then
! handled se reassigument.

11. Reguests O/7 folder if division chief
wishes., Iogs on 538 caed.

A0

Approved For Release 2005/07MW§E{A-RD 264:000 TS R

gogy: {(05T). (Used in

' fgmant if individusl is
gmg to a higher graded job than
his own grode. )

THAIRIN |
aing a 3t of all 25X'1

3 with teaining recommenf@ations |
obtainad fros Mincss Seports and ‘
Career Prefsrencs Outlines) which be f
mmm%%ﬂh ] +4s 25)«

Training Cffiecer | |[is AssistantD5X1q
I‘*:at;s records. 25X
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Becelves Training Request (£ 73), CZ2,
checks for division diief signaboe
and conmpletanssn.

! 2. Mmmﬁ&nammm
F m" m s By i

! individunl, sends with £ 73 to

[ ]

5. IF langasgn eourse, ealls O7R to
scheduls aptitude tast; notiflesn

| 5. On 5xB Praiming Ceard, cnters newe

| of eourse, dgte. On Internal Training
Reeord, £ 1000, eaters mme of
individuad, nmse and locablon of courae.

25X1 .
25%X1 -

25| T ot £ 3. mex 20

Sende £ 73 o[ |for information.

25X1'r—“*' |
« Iogs ouwt on blsnk book; sends to 95,
N
| Ale Piles dopy of £ T3 in a folder cewe
25X 1 & momth, gives o [s0 tyre
|

iist of trailning for C.3.8.

[ 1
12, Types traiwing list.
{rddvidual 20ldesr.

Pilas £ T3 in

SLURE

1.

Zea 3 sbove.

¥ 1020 duplicates
infmimﬁ already on the Trataing

Soquest, < 73,

OB Rintaste £ 1020
reeord w aam% af ¥ 73 ingtend,

Recommendation: Ilimireie log. |

Reedt f1les ¢ 72 foldax. If,

mr; o . LLW%, X
£ 73 in the folder vill give

impression indlvidunel bes taken
Courss

Bty on C30FL
mew need for ©° T3



Approved For Release 2005/07/13 E'CIA-RDP61 -00901A000360050005-8

[ |
25X 133, R motittes| ___ Jof mppwoval or
dlsspproval. Be notifles W.

25X1i§h Ir &sepproved, eroser
Swi’ cerdd wod £ 10020,

1 /
Y135, OFR redspne © T3 (O&1), Jogs in on 15. Peecmendation: Ilisginale log.
52817"" paamk book. T | "

[ 1
25X 118, [rovetvas £ 73. 16. Hota: [ |has no procsdurs
for bepdling T 73.
\
o
icusly discussed between
ﬁiﬁm chief and 2D, or has
25X1 been mpproved in C.P.D. or
Fitness Report.

1. fecelives Training Regaest (£ 51-133).
heeks for divisicn ehief and wres
chief signatare. Ataches 538 Training

25X1 Cordt ook sends to [ |
25X1 2.

e mmf%ms. Wbﬁrm
C.8.8.% myl "no cover ecopsider ¢

necessary”.
Y. Records on 520 cmd aof on £ 1990,

s = e

25X 5ot ek b0 [

L 1

. Palls copy of fomm, logs out on 5l
eard, £ilas in folder. mwaf
OTR. Boe steps 1015 ghove,

C.

25X1

T A m % 13
Mérwz

mx m for mm %m&n of 24/yenr

set) by AD: and glives list to Admin, .
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ag% 1. Regeives ncmdnations [(O%) from division.

25X1 3+

guastions sxd ot more Informstia,

oy

o

251 5

ur{‘

9.

Heeelves revusst bmek. Prepures
groph. [ disepproved, mews is
returned to division ehief vith

ressons./ Prepures folder for
treveler vl endovecn oMginel.
Zerds oopy to SIAD,

Calls in troveler to expimis pro-
codura., Asks traveler % draft
material fovr formal reguest to
/P st any necessary Sespatobes.

Asks[  |to arrange medieal
exmuingblon,

Tell trevelsr shbout gettdng shots,
pasgport, C.P.B. proceduwrs. Ask
st eovey preloreness.

cover gmf have to prepare blographic
sketoh ),

Receiver dralis of momd and deg
Prapares in fisel fons

E W):I%mlwermw

Types momo and despaiches. To AD
for slignsture. When returned, logs
{ | slan: book). Sends
to /P vie DD/I.

Original of mewc returnsd) saods
eopy to SIER. Contacts breveley.

Hith trevelsr, prepares Travel Order.
Ple one In travel folder.

Prepares redmoentFnt Reanse 2005/07/135 CIARDP

orders, if reguired. B s

lﬂl'

: 1A-RDP61-00901A000300050005-8

Beeommaomdation: Eliminste log.

RDP61 -00901A000300050005-8




Approved For Release 2005/07/13 : Clﬁgﬁgﬁaﬁgﬂﬂ;QQ?O1A000309@50005-8

25X117-
25X 14

25X 1

|
5 Wf&rw with Central

Cover Br. {secompmies traveler);
gives CCR 2.0.'s and Reguest for
Mlltary Ordars 17 nacessaay. Copy
to folder. ¥Writes memo for reoord
after meeting; places criginel in
%lﬁer, m wmﬁ it :31331-

Gives trwveler Polder to resd (cone
zopy of T.0. to take 4o C.P.B,

| 9183 can
brief travelor. Trovele: signs chenk
List for processing el origiskl. of

of Lravel.

Por higher rredad travelers, handles

25X1

m-—ﬁmlzmml Youchor, trip reports,

ehe. after trin.

1.

Chners

J ;g;a oul o OfPf copy to foldes.

Approved For Release 2005/07/13

2 "REERET H

V2. lists and log ummecessmry. 0/P
can suuply info if reguired:

log mot nuweded.

Ree bion: Elimtnede.

B radg Ak

PR s I o B F o : ot R
Raendation: Silminste

: QA%gg@g;ooemAooo300050005-8
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’
25XJ
25X1
25X1 1. Division talks so[ | Jermyres
: preparation of CIA form with Mat/s.
i If wot CIA form, divisicn draws W
25X1 forme and prepares miltilith master.
25X1 | |
|
[ 1
& produrtion regutsition siged
25X1 - ); sxiginal to
25le| W sopy o fle. Play: dellvers
vhen Pindshed,
i
i 3. Eeeps visuxl tessk of levals of 5 %’@ ﬁb’.}“ﬁ e dgtermine dealrabls
! regalny furss--tover shoets, m&g& s leveldzl B olew o ouides
5 forms, ete. when mupply pets low, inkes w& woamE Do PecITds.

i semple, gives to[ |

S. Bec 3 sbhors.
i
I —

5. Writes jusbtificetionn Do fovms.

| 2. Prepsres dralt in ecoxdination with
25X1 division, shows o [ |
25X1 [ Trecomds no. snd title, keepa
eopy, sends st for eoorination.

3, vhen retwrned, notey comsenigl to

o —

25%1 |;|
25X';| . Types muiliilith master. Tol |
j Typen reproipproved :Eagasmzqow)ifmpg:.qgfopm-00901Aooo3ooo50005-8
o !§; y T
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o I
4 5« Checks mudtilith. To AD for signsture:

| C— -
25;&1_ 6. Tekes requisition to| |

. 7. After Plaat printe, takes coplas to
25X1 [} others to OCI Disseminstion

x

I |
~ B. Keeps copies in folder vith draft
. papers. Destroys wmeecepssry onee
P monthly

Haintaing folder of assigned Wklﬁ
' speses {sssigned by division chie
25X1 Polices lots, reports interlcpers
. %o ofc.
N —
| Recelves coglaints, calls BSO to handle.
. Keeps no records, except notes to himselr
- (untd2 fob m} Escorts repairmen,
. csrries eguipment to empty room.
25X1 Oceasfonelly-~with  ptakes laventory
of building condition and reports to O/C,

22’%321 srvey W&sm wb‘tim, wlem, 2t ,
25)(1 talk tol | make shetehes and drsvings.
25X1 ] oversess sctwal work. [ | wites
| memorsads (kreps £1le copies) reconstruction,
teleghone snd move reguireerts, also files copy
of division request mnd O/C vork ordar.

A. BHon Grephics Items

25X1 1. [ Jgets memo or oral
' reguest, tells Atwin to order.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8
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25X1

2. Writes requisition (amd justifiestion
meme 1T required; obligstes in Property
Authorization record 47 a purchess
item or stock item they zuast pay for).

‘ Certifies f'inds svallabls snd sizns

| on sporoving offieial.

3. Keeps copy of momo 1o chnonologieal
folder amd copy of memo with eopy of
Justiffeation in a requizsition folder.

|
|
|
|
|

h. Receives eopy fwem L/C of requisition,
pius copy of purchase order. &atﬁa
in P.A. record BBO rey. ¢, P.O. F,
vouchier ¥, comt, amd sfiusts P.A.
cont entry.

5« VWhen item received, checks as reguisition,
notes reeeipt on reguisition. Xeeps soples of
P.0., reguisition and mero in P.0. Pls,

'myﬁ OCT Graphics prepares mamo
ad reguisition.

25X1 rermonuTIoN SERVICES

25X1
1. BRecelves ites for iom, writes

25X1 sgition. To
Aol m——

2. ‘Types reguisition {08)).

L]
28] 3. Stens requtettion, to [ ]

[ 1]
| %, loge requisitiom otu, by #, thes ordered L. Logs wnneceasary; have copy of
f mﬁ dete. Piles copy of requisition. reguisition.
‘ Sends out. Pecommmodation: Eliminate log.
25X1 HOTOR POCL SEZVICE

1
1. Keeps resord of requests {(as justification
for use of Larx!l fend).
CLASS A FURNUTURE AND BRTEP CASR RECORDS
A M&i’ Cones _
Approved For Release 2005/07/13 %dfiBFRBP61 -00901A000300050005-8
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25X1 :

B e e e

L]
25X1 1. When requasted, | |
obtain brisfeass frus B.L.0., retus
B.8.0.'s recaipt for individual to
sign and one for reciplent. BRetwn
D.8.0. receipt (cod dept in Kardex
file). s record is kayt to
enshls - $o tremsfer oy L
original recipient leaves.
Same procodure, asxeept thet Domiture
iz deliverad €0 0T,

Claps & FParnitwe See sbove.
HIDGE? & FYSCAL
Freparation of Balget Tt

25X1

. 1. Receives eall from O/C for estimates,
25X1 Digeussas with talx %o
Mxon shout new requirenents.

2. Attend ID/I bulget meeting to lewen
format and regelrements.

' 3. Check his records of axpenditures by
allotment acel. by pay period in el)
V and UV soocunts and sstimate expen-
ditures for remainder of FY {baged
I_M expariencs. Dt changes

th | & sugplies
vary Mttle; epuiment is seagr <ravel
is sboat smms.;

. Develop mualysis sheet and prepace
preliminacy artinate using preseribed
forus.

5« Prepare & list of sxpendiiures
\ past yeurs :p‘evim sl aparoves
25)51 estimate ).

6. Discuss estinmste with Badget Mvision.

I sgproved, digseuss with | |
Advipe

7. Estimate to[ |

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8



25X 1

Ge
25X 0.
25X1

25X1
11.

12.

25X1

5381

25X1¢3.

1k,

15.
26X1

25K1

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050005-8

G ey

PROCEIVIRES

1

Check tyning for ervors; assusblse.

o to get AD signature (kmeps
g&éé MW%WI, discuss with
Deliver to Dudget Div.

and disemss with thew. Diseuss
results withl ] pedo i noeessary.

mamnamimw

When notified (by phoms) of apmrovel
of estimgte, beak inte wﬁers, Prive
pare (typed by[ | Sequest for
gimmm of Allneation,  10LE,

Bigne £ 1048, adled omt.

Vhen recalwe advies of alloestion,
I 1047, sod midvice of sllocation per
Mnr; mwwm

in voucherel

recosd, £ &19; muim status of
funds reports sod sljuwts P.A, and
A.C. recoxis./

Prepares nonthly statement of obli.
mmmmmmm:

o

25X12-

3.

Qﬂmaﬂ&.f&rm Fecords =i

I:I

Approves cab; tells o note

o

|:| Approved For Release 2005/07/13 - ¢
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R ¥

types clain roceipt form, oblains
signature snd pays trgyelas.

h. Att end of mouth types (draft) %, ¥hydoes| | Type thist

38%1

(for the ©50), %o

o e N ey

fe Pypes in fizal form. To

[ |

T & secounting. o write
ég%% &Iﬁ reeeipts Aot

25,

;;,;,_ % end of mopth, obligates and records
X1 astual expendliturs from receipts.

T

1. Bvary four psy pericds, receives Crom
admin esste reguest for OfT for the

i division, (£ 292), segregmted betuween

‘= G5ellmnttp 808 (OelOwmedoun.

2., Prepares {in peneil) a list of no, of
hours requested by pay pericd by each
ddvigton stoff 2d ares, by GS-10 dowm

; and 05«11 1w

3

l

Prepaves requsst for OfT sathorisation
{r 292) for each sllotwent scot., {o51);

5 IR e—

35%1 T Gigs reqmot. ™

|

|

| 5. To DAD end back. logs out, files one S
Warfggemmmmmner.

£. After pmy pericd, reseives stabament of

o/T worked, £ 293, for cach division ad
5 staf?. DPosts to encther 1ist (ssmme form
1 as 2 shove).

7. After § pay periods, types both lists
o used and OT reguested, sends to

——ApprovedForRelease-2005/0743 qmr =R -00901A000300050005-8
25X1 R‘?

|
25}(1
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£, mwu reguast for suthorization of 5. Bee 5.
compensatory tioe, £ 202, 081, logs,
f1les one, sends +o O/C. [ivistons
kawp toplas of £ 293,

25X1 paymorz,

X %’imwmmgiﬁh ist of namos.
; Arrenged allotmernt aesct., Ly ampioyes
8% mo). ] 7

N —
{ 2. Separastes checks and srrvenges by
| division and stalf) cglls adain asclis
| to pick up. They cheek off nomens
25X1 sgainst o 530 card[ | kmsepe,
K:Lga back of card, Gsliver chocks.
25X1

1, PRecelves T8A's on Nonday sfter pay

period. (hecks for correct totals,

i " ehooks agsinst her card, signaturves
25X 1 on lesve s)ips. To [ | them she

! arrangeas by allotment acet, ad
55%1  emlomemo. ™[ ]

. 7. Dallvers to 0fC.

2 5|X1 mmm
- A. Domestic
1. Teeeives memo prepored by troveler
1isting destisstion and pigred
25X1 by divisiorn chief, Takes to
| for o¥.

2. Cheok in blsak heok (e fom '),
ausipng Travel Order no.

L 3. Calls C.P.B. gives T.0. no, nme,
destintion, dabtes.

%ggé] L, Prepmyes T.0. in pereil, To :

. T« Cheek Zor securacy wdl complsteness. O iineT
| Onligate inARREOMELEOFRe/aSE 2005/07/13 : cirAbPb1-00901A000300050005-8
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“EORET

L
5. Sign 7.0, 85 srthorizine Officer.
2281 m

I

%, ammmg,u.m, Pl copy
25X1 and file iv individual f@m}; serd
m gi?‘a‘

\ 10. ﬁm&:& mmm chooks to maks sure
! Records in Mﬁ&iﬂm Dacpunet .

25X {ik. Sige Travel Voucher. Get Traveler's
25X1 signature. To[ | for approval.
[ 1
B‘bm, mu?&
1
16. Pal) and file w of T.¥. {ia

1 indiividasl folder), serd to
Plocal Mvision,
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25X1 N[

PANCEIR

56 CUERET3

J;L in individun] folder

B. Poret
o Ty Pamiliertzation
{under Training).
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